
Filing for OGE 450 Using FileNet (previously Informed Filler)
Assumptions:  1. FileNet is installed on the Filer’s desktop, version 4.2 for Windows machines, version 5.0 for MACs.

2. The filer does not have an active Entrust Certificate and has the Entrust client on the desktop 
    (if you have Entrust, please use the Electronic filing process)
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Collect the OGE 
450s from the 
filers at each 

Center

Access the Form 
OGE-450 via the 
NASA Electronic 
Forms Page at 

http://nef.nasa.gov
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The NEF search 
page will be 

presented.  In the 
Quick Form Search 
field, type in “450”

Complete the Form OGE-
450 (FileNet version) 

FileNet will allow the filer 
to type in the fields and 
save the data to his/her 

desktop

Print and sign 
the Form  

Note:  The filer 
should save a 
copy his/her 

records

The filer places the 
form in an envelope 
and delivers to the 

Center collection point 
(NSSC Liaisons)

Does the filer 
work for LaRC 

or NSSC?

Fed-ex the forms 
in batches to the 

NSSC

The filer contacts 
the supervisor and 

the supervisor 
signs the filer’s 

OGE 450

Fed-Ex package 
received by NSSC 

Document Management

Forms are scanned in 
batches, added to the 

NSSC electronic library 
and the hard copy form 

is archived

Does the 
Agency accept 

the form?

Assign the form to an 
attorney for review via 

EPTS

Contact the filer asking 
that they correct or add 

data to the form and 
resubmit

Note:  The hardcopy 
form will not be returned 
to the filer for additions 

or corrections
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Print and sign the form 
and mail the form to the 

NSSC
Review the electronic 

version of the form 
within EPTS

Contact the filer 
requesting further 

information via email 
through EPTS

EPTS notifies the 
attorney that OGE-450s 

are awaiting review/
approval

Does the filer 
need to be 
contacted?

Yes

Yes

No

No

No

Filing Complete

Yes

Note:  At this step, the agency has 
officially accepted the OGE-450

Filer provides required 
information to the 

attorney
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The EPTS administrator 
reviews each form in 

the library and 
associates it with the 
filer’s record in EPTS

Forms are scanned, 
added to the NSSC 

electronic library, batch 
copied into EPTS and 
the hard copy form is 

archived
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